APPLICATION FOR RECORDS RETENTION SCHEDULE OPARTICNT DE ARCHIVES AND HISTORY

REGCORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, ;

FOR AGENCY USE 1. Agency Address ’ . : FOR RECO_RD_S MANAGEMENT USE-_L

Application Date ‘ Department of Education Application Number ]
Office of Vocational Education 8‘ — l ‘2.

—- Division of Vocational State Planning

Application Number Date Received Date Completed
and Operations-Statistical Research

336 State Office Building FEB 12 1981 | FEB 1 8 1981

2. Person to Contact Atlanta, Georgia Worklng T|tle N Telephone Number

| Barbara F. Landay ________ senior Rese
3. Action Requested

a. Establish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated,

c. _ [0 _Amend Application No, __ Check One: 71 Change; o Supercede; O Void

4. Dates of Series 5. Records Serles T|tle (followed by title used in aff:ce if different)
Earliest . Latest

1978 | To Date Job Projection Worl;cing Papers Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Vocational Statistical Research and Reports Unit is responsible for compiling
statistics and providing data on vocational studént enrollment in secondary and
postsecondary schools; staff development needs; manpower needs of business and

industry and employment opprotunities generated by them; specific vocational education
programs required to meet identified needs; and other information for long and

short-range planning for vocational education programs. The unit disseminates infor tion
to school systems, the public, and other Divisions within the Department and Office

of Vocational Education, and assists with other Division activities as required.

7. Record Series Description This file contains the followmg documents (mclude form numbers and t:tles if any):
' _ Attach samples of the file.
Do‘cume.nts relatingto: Converting Labor Department job projections into vocational education
codes for use by State and local vocational personnel in developing
plans for vocational education programs.

Includedare:  york Sheets and coples of "Job Opportunities Forecast for Georgia" compiled
by Labor Department.

File is arranged: alphabetically by Area Plannlng and Development Commission, one folder for

Statew1de .
8.1 Monthly ‘Reference Rate How often are records refe_rred to whlch are:
One to six months old _4211Y . Seven to twelve months old _d3ilY ; Thirteen to twenty-four months old seldom _;
twenty-five months and older _0 .9

9. Annual Rate of Accumulation of Records ‘
Letter-size drawers . _; Legal-sizedrawers ___ €~ _;Shelves__________; Other (spécify)

AR-50—71; Rev.76 _ (Over)



YES —NO 10. Questionnaire  (Place an *’X" in the proper column)

. Is this the official copy of the series?

[ X _| ] ..._ tfnot, where s it? o
b. Does the series contam confldential mformatlon requmng security handhng7 If yes, gite law or regulation.
1 X o andir ta ‘
X . Is this a vital record? ‘ \

X1 d “d. Does this series have historical or long term research value? \

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
N/ documents be scheduled separately?.

LX | 1 f. isghe information con ntained in this series ever pubhshed? 1f ves, attach copy.
g. B t'he mformaf' ion contained in this series éver analyzed and/or recofded ina summanzed report?
X If ves, attach copy. et taad i o

h, 1s there a duplication of this series in your Offlce or in another offlce or agencv?
i ves, where?

X
| _) X ] _i_Jsthis series {or a maior portion of it) regylammmm?

X 1 j. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law - years. d. Audit period years.
b. Statute of limitation years, e. Administrative need 3 vears.
c. Federal law —_— o ___Years. f. Federal retention instructions R years.

Attach copy or excert of laws or regulations. Explain administrative need.

Needed to substantiate data in published reports.

12. Appfoved Disposition Instructions " This agency recommends that the file series be cut off at the end of each:

O Calendar Year; 1 Fiscal Year' @ Other Sce Below* __ __ then,
O Hold in the current filesarea —__ »'.__monthi{s} ___ .. __ __ year(s); then
O Transfer to local holding area; hold . _vyear(s); then
O Transfer to State Records Center; hold —____ _year(s); then
O Destroy.
O Transfer to State Archives for permanent retention. . ‘
® Other {Specify) o :)Ob OPPor‘h. n?‘]}' Forecast for Georq fa,

* Hold in current files area until data is published inT Planning Forecast for Vocational
Education 0ccupat10na1 Needs/Demands" -and until new projections are received from
Labor Department; then transfer’ to State Records Center, hold three (3) years; then
destroy.

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Desi aer P Date - | Records Management Officer (Signature) Date
._ﬁ\,gz 3 %ﬁ wazu-lz\/f gwmo@u\w - 5-81
' o ate Records Committee [Signature) . Date

Recommendations in para ' -
graph 12 are approved. State Audi ur/Desngnee Ml z ,,( ' _ 2, ‘/‘f .V ]
fIf disapproved, attach letter _é - ' i . )

cretary atelDesugnee éM 7 7M - o, "'/ 3- ‘37

of explanation.)
Attorney General/Designee W } &JP ﬂ Ji 2 /[ - & /
i !

AR—-50—71;, Rav. 76 {Reverse Side)




